page 1 of 2

SUPERVI SOR OF DEPARTMENTAL RECORDS

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e supervi sory position in the
clerical division of the departnent, the primry duty of which
is managing the operation of the clerical division. The
enpl oyee of this class is responsible for overseeing and
evaluating the work of subordinate enployees, nmintaining
records- keeping systens and facilities, and accounting for the
nmoney and assets of the division. The Supervisor of
Departnental Records also performs clerical duties, including
receiving, processing, or conpleting records and reports;
witing letters and reports; and acting as receptionist to

departnment visitors. The Supervisor of Departnmental Records
wor ks i ndependently in nost areas, with special tasks assigned
with only general instructions. The enpl oyee of this class

reports to and has work reviewed by the Assistant Police Chief.

EXAMPLES OF WORK
Examples |listed below are illustrative only. They are not

intended to include all duties which may be assigned. neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Manages the operation of the <clerical division of the
depart nment. Recommends managenent policies, goals, and
obj ectives for the division, and devel ops new procedures for
office functions when necessary. Mai ntains a roster of
department personnel including names, addresses, telephone
nunbers, and other pertinent information. Mintains a library
or archives of materials for future use or reference by
depart ment personnel, including keeping records on the |ocation
of materials renmoved from files and tracing mssing files.
Periodically inspects systems and facilities for maintaining
records and reports to see that these are adequate. Disposes of
obsolete files and records in accordance wth established
retirenment schedul es or | egal requirenents.

Del egates authority to subordinates for the nore effective
operation of the division. Hol ds neetings wi th subordinate
personnel for the purpose of receiving reports or disseni nating
information. Assigns work or duty areas and work schedul es, and
approving | eave. Eval uates work performance of subordinates,
reviews reports witten by subordinates, and di scusses
performance with subordi nates and superiors. Provi des on-the-
job training and assistance in technical areas of work.
Counsel s enpl oyees experiencing work problenms and resolves
enpl oyee conplaints and grievances. Assi sts appointing
authority in maintaining discipline anong enployees of the
di vi si on.
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Recei ves, reviews, and processes departnment records, reports,
mai |, interdepartnental correspondence, and other materials in
accordance with departnental procedures. Conpl etes and types
all forms or records required or assigned. Replies to routine
correspondence or requests foll owi ng departmental procedures or
fromoral or witten directions. Conposes business letters and
wites reports needed for the operation of the assigned
di vision. Takes mnutes or notes at neetings. Checks records
and reports for conpleteness, accuracy, and conformty to
est abl i shed procedures. Corrects errors in records and reports,
or returns themfor correction.

Sets up a filing system and files correspondence, fornms,
records, or reports al phabetically, numeri cally,
chronol ogi cally, geographically, by subject matter, or by code.
Operates a conmputer termnal, facsimle machine, copying

machi ne, calculator or mathematical conputer software, and a
word processor when required.

Accounts for the noney and assets of athe assigned division.
Conmpiles information to be used in devel opi ng the departnental
budget . Prepares payroll records and deals wth enployee
conpl ai nts about payroll matters. Collects fines and bond noney
and issues receipts.

Mai ntains the inventory of supplies and equipnent for the
assi gned di vi sion. Makes recommendati ons on nmmj or purchases
and orders and distributes supplies and equi prment as required.
Locates repair services, arranges for repairs of assigned
equi pment, and inspects equi pment or property after repairs to
see that repairs were properly acconplished.

Acts as receptionist to departnment visitors and answers
t el ephone and places calls. Answer s questions and handl es
routine requests from the public. Schedul es appoi ntnents and
notifies appropriate individual of appointnents, neetings, or
ot her events.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net before the deadline for application for adnm ssion to
exam

Must meet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and a qualified elector (current registered voter) of
the state of Loui siana.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by the Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
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of the position, with or w thout accommodati on.
Must be a regular and permanent enployee in the class of

Department Records Clerk for at least three (3) years
i mmedi ately precedi ng application to board.
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